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Report on 8tatus of Agency Records Program
Dispossl and Records Center Operations

I. CBJECTIVES

To improve the quality of Agency records, control the quantity end
provide sdequate storage space for the inactive, permanent and vital
records of the Agency, indefinitely. '

II. APFROACE

1. The head of each agency is required by the Pederal Records Act
of 1950, Fublic lLaw 75k, "to esteblish a contimuing program for
the economical and efficlent management of his agency's records”.

2. The Agency Generasl Counsel hss rendered an opinion thet this law
iz appliceble to our records and we are complyling with 41t end the
regulations pursuent to it.

3. The Apency Records Manasgement Program is outlined in Regulation
It covers the life cycle of records:

8. Crestlon ~ Forms; Reporte; Correspondence
b. Maintensnce - Filing Systeme; Mling Equipment and Bupplies

c. Disposition - Inventorying, Bcheduling and Disposing of
Records; Records Center Operetions and
Vital Records

The accorplishment of our objectives requires an active program in
all progrem elements becsuse of thair inter-pélationship. Quality
improvement requires the manegement of reports, forma, correspondence
&nd filing systems. Related to quality are the systems and yrocedures
that produce the records and provide for the evaluation and selective
determination of vital and permanent documenta. Quantity comtrol
includes the preparation, use and maintenance of Recorda Control
Schedules and Vital Records Deposit Schedules.

4, This report is concerned primarily with the Disposition and
Records Center phases of Records Managament.

III. BTATUS OF RECORDS DISPOSITION

1. All records in the Agency have been inventoried by volume end on
30 June 1963 there were 163,221 cubic feet on hand in Agency
Offices. Bee Exhibit #1 - Records In Headquarters Offices At End
of Bach Placal Year.
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3.
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6.

Records Control Schedules have been prepered for 95.4% of all
headquarters records. These schedules are the principsl wAnage -
ment tools for control of the disposition of egency records.
They show:

a. Description of records and how ﬁled
b, Volume = number of cubic feet |

c. Disposition - destroy in office; retire to records center
and destroy later or keep there permenently

Vital Records Deposit Schedules have been prepared for all
Agency offices; they identify essentisl agency records, indicate
when they should be transferred to the Center snd how long they
should be kept there.

Control over the transfer of all records to the Center is through
Records Control and Vitel Records Deposit Schedules. The Chief,
Archives and Records Center has been instructed not to acceypt
any records unless they are scheduled snd the disposition in-
struction specify how long they will be kept. See Bxhibit #2.

Most Agency offices are following the instructions in their
schadules by:

&+ Transferring inactive records to the Center. From 1949
to 30 June 1963, Agency offices trensferred 136,218
cuble feet. Bee Bxhibit #3 - Cumulative Receipt and

Disposition of Records.

b. Destroying records st Headquarters - 110,479 cubic
feat were dastroyed from 1957 to 1963, See Exhibit # -
During the lss} four fiscel yeers, headquarters offices
have destroyed more records than they sent to the Center.

The permenent records of the Agency are now epproximately 5.2%

of the totel as compared to 25% in 1952. According to the Hoover
Comuiseion 26% of all Federal Records were permanent in 1954,

and today the National Archives and Records SBervice of GSA reports
this has been reduced to 24%. Recent schedules prepered in the
Agency reflect a conbinued downwerd trend in the percentage of
rermanent records. Our experience in the DS Area for example,
shows that only 2% of their records are permsnent.

The total Agency records holdings in office space have remained
sbout the same for the past three fiscal years. See Exhibit #1 -
Records In Headquarters Offices at the End of Bach Flecal Year
19571963, At the end of the last fiscal yesr the 163,221 cubie
feet on hand vere about 3/10% lees than for the Miacsl Yeer 1962.
The reduction in total volume and the continued increase in the
rate of destruction are significant; and if these trends continue

& leveling-off of records sccumilation in office spece may have
been reached.
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The Agency constructed a Records Center at in 1955 with & 2ol
capacity for the storage of | } of records at a 25%1
cost of $245,675. An eddition for the storsge O 25%1

feet of records wes built in 1958 costing $4iiB,22y: e "
in submitting to the Project Review Committee Action No. DO/B
237-57 on 20 January 1957 stated, "The proposed expansion will

mget the foreseeasble estimated Agency needs until 19667,
Between 1949 and 30 June 1963 the Records Center has:

a. Received 136,218 cubic feet of records - the equivalent
of 17,027 safes and file cabinets value¥ at $9,143,399.

b. Destroyed 55,371 cubic feet of records - the equivalent
of 6922 safes and file cabinets velued at $3,364,000.

Based on these records destroyed, the Records Center cperations
ghow 8 seving of $2,670,096 over construction cost.

At the end of the fiscal year 1963, there were 80,847 cubic feet
of records in the Center and 22,533 oubic feet of space were
availsble for future use. The sverage annual net growth of
records from 1949-1963 was 5,389 cubic feet; this inciuded the
Period when the Agency records yprogranm wes in s formative stage
and relatively small volumes of records were being trensferred
to the Center. Consequently, in my report to the BD/B on

8 October 1963 I selected the period 1959-1963 as more repre-
sentative of actual conditions over the fifteen year Records
Center experience.

Het Amnual Growth of Center 1959-1963

1959 - 10,473 cubic feet
1960 - 11,953 cublc feet
1961 - 10,575 cubie feet
1962 - 7,980 cuble feet
1963 - 2,801 cubic fest

Based on an sasunption that the aversge annuel net growth of
8,760 cubic feet for the sbove years would contimue, I predicted
ixgzéséw October report thet the Center would be full in January

l "

From 1 July to 31 December 1963, the net growth amounted to only
391 cublc feet as conpared to 3,293 aubic feet for the same
period in 1962 - & reduction of 88%. This substantiel change

has been due almost entirely to the 5 procedursl steps iucluded
in my 8 October 1963 report. Based on this six months experience,
1 estimete that net growth for Fiscal Year 1964 will be 1,564
cubic feet.

-
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Iv. CONCLuBION

Based on our experiemce for the six Piscsl Years 1559 ~ 196k, I
conclude that the Records Center will be full by April 1967.

This means thet we have & meximun of 15 monthe, until April 1965,
before we once egain have to considar the need to expend the present
Recorde Center. I will submit to you esrly in 1965 my vecommendations
concerning the need for additional spese to atore sgency records,

In the mesntime, we will follow through on the following recom-
mendations for wodifylng our records progrem to Prolong indefinitely
the life of the present Records Center with special enphasis being
made to the egreement.outlined in Recommendstion #3 to gusrd
agalinet the unexpected.

V. RECOMMENDATIONS FOR MODIFYING OUR RECORDS PROGRAM TO FROLONG
INDEFINITRLY THE LIFE OF THE PRESENT RECCRDS C .

Recommendiation No. 1 - Replace Peper Copy Records With Microfilm
Wherever It Ie Beonomieally Socund.

On 15 Hovenberl961, I asked the Chief, CIA Automatic Dete Processing
8taff, ebout the possibility of microfilming 29,437 cubic feet of
records in the Center for which we had no fixed disposition agree-
ment. His estimate was $675,000 for microfilming alone; so we did
not pursue the matter. We did, however, concentrate our efforts on
devsloplng specific retention pericds for this group of records and
the volume has been reduced from 29,437 ouble fest in 1961 to approxi-
mately 8,000 cubic feet today.

The cost of microfilming one cubic foot of records is approximetely
$30.00; the same paper can be kept in our Becords Center for ebout

69 yesrs for this amount. A large emount of records are being micro-
filmed for operating purposes es well es for Vital Records. Ve,
therefore, propose to identify these records and, by working with the
Records Officers in emch office, to provide for the destruction of the
Peper copy and the retention of the microfilm copy for ss long aB it

is needed. We plan to recommend to all component Records Officers that
any temporary records thet must be retained for longer than 69 years
be microfilmed for storsge.

Over 80,000 reels of microfilm are stored st the Center. A survey is
being made to determine 1f the paper coples from which this mierofilm
was made have been or cen be deatroysd. Preliminary identification
hes been made of approximately 000 cubie feet of these paper copies
that can possibly be destroyed. Many of the 80,000 reels of microfilm
ere of poor quality and in some instences do not meet the esteblished
stendards as & subetitute for official records; therefore it may be
necessary to eliminate the microfilm and retain the hard COpY .

—dfm

A%

SECRET
IR

Approved For Release 2006/07/14 : CIA-RDP70-00211R000500200081-4




Approved For Release 2006/07/14 : c@E@ﬁEﬁP-oom 1R000500200081-4

Recommendation No. 2 - Conduct Funational Burveys of Agency Records.

These surveys will be made in cooperetion with the Component Records
Officers and will be for the purpose of prepering an officiasl Files
Flan to show where the racord copy is to be filed. Thie Files Flan
will ensble us to recommend the elimination of overlapping and
duplication of records.

Some functional areas that we propose to survey are: project, require-
mente, contrects, reporting, purchase orders, persornel and -
training records. An example of how a functional survey can pay
off is in the Office of loglstics vhere their Records Management
Officer i=m conducting a survey of purchese order files. &he has
found that coples of the same records are being maintained in the
Procurement, Supply and Trensportation Divisions. When her survey
is completed and sgreament resched as to which Division will retain
the officlal record copy, the Records Center will be sbls to destroy
approximately 1h00 cubic feet of records that are now beilng held
from 4 to 11 years. In eddition, valusble office space will be
saved in the two Pivisions that wil) not need to retain their files
after the action has been conplated.

Racommendation No. 3 - Negotiate With GBA end the Agencies of the
UBIB to Reach An Agreement ¥or the Centralized Becure Storage of
Certain Reference Records.

We conasidered the use of the Federal Records Center for storing our
records in 1953 snd sgain in 1955, but GBA had no provision for
storing clsmseified records. This condition has been corrected and
en agreament has been mede with 08A for the use of & mintmum of
2,000 cuble feet of secure storsge epece on five days noticse.

GHA 1s plenning & new Becords Center at SBuitland, Maryland, to house
I million cubic feet of records. Funds heve been eppropristed, con~
struction is scheduled to start in December 1564, and occupancy is
expected in July 1967. The Center will heve ten veult aress of
100,000 cuble feet sach for classsified and sensitive records gtorage.
G8A has tentetively earmarked approximately 100,000 cublc feet of
this secure space for the UBIB Agencies.

We plan to do a staff study proposing centraliszed atorage of finished
intelligence reference publications in this G8A facllity. We will
then etteupt to get all USIB Agencles to agree to this centraligzed
effort and to take advantage of the economies that con be reslized
by eliminating the overlapping end duplicetion of intelligence
reference records nov stored throughout the Commnity. Me., P. A.
Borel, Chairman of CODIB, s committee of USIB will propose to the
Committee that they approve the GBA fmeility for this purpose. When
approved, we can move approximately 25,000 cubie feet of Agency
Produced finighed intelligence and related records from the Records
Center. Thls action alone would prolong the life of the CIA Records
Center almost indefinitely.
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Recommendation Ho. 4 - Develop a Comprehensive Correapondence
Managenent Program To Control Quantity and Improve Quality of
Paperwork.

Correspondence management 1s a contimuing progrem to streamline 7
and improve our correspondence by:

a. Developing style standards and procedures.

b. Providing form letters and patiern correspondence as
substitutes for costly dictated or drafted correspondencs.

The results expected from corraspondence mansgenent are:

&. Better correspondence prepared by speedier, simpler and
rore econonlical means.

b. less paper to store in offices and in the Center.

We have installed s correspondence mansgement program on a liaited
basls, for ingtance:

&, Prepared and issve k in 1955. ,
It wae revised ab and submitted to 25%l
Regulations Control in ARugust 1963, It should be published.

b. Fromoted the use of forms letters in some offices. This
ehould be extended throughout the Agency.

c. Introduced the use of Letterex (tismsue stetionery with one-
time cazrbon atteched). It speeds typing.

d. Installed g Epeed letter - a three-part memorandum used for
informal commnication between offices and/or field instal-
lstion on which nesesges and replies can be typed or hand-
written,

It 18 estimated that at least 8 million pleces of paper are created
each year by cables, 4lspatches, inter office memoranduns and letters,
A significant portion of this peper ccoupies valusble office equipment
end scarce office space. While m laryge percentage of thet stored in
offices is deatroyed there, a considereble volume goes 4o the Records
Center.

Recommendation Ro. 5 - Develop A Conprehensive Reports Mansgement
Progrem to Control The Quantity of Paper Crested and Improve the
Guality of Documentation.

Reports managenent is & continuing program designed to improve the
qualiky of zeports, eliminate those not needed and assure that reports
are prepared by the simplest and most economical means.
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We inptalled reports management programs on a limited basis in
several offices in 1355, These projects were confined to the
conventionel, pericdic progress reportse prepared within these
aress. Nven on this limited basis spproximately 7,000 men hours
were saved annually.

8ince 1955, the extensive use of Computers snd other sutometic

date processing equipment has made 1t easy to produce more repoxts
and create more psper. Bessd on a total of 4,064,185 sets of
tebulating paper used in 1963, we estimate that at lesst 12 million
Pleces of peper are being crested smnually by verious sutomatic
data processing methods. A pignificeant portion of this is for
production of reports.

A spot check of our Records Control 8chedules:indicetes that only
& suall portion of the paper produced by sutomatic dats processing
methods ie kept a long time; huever, large amounts of these records
sre stored in valuable office equipment and scarce office space
with some of it going to the Center.

An sctive Reports Mensgement Program carried out by Component Recoxds
Officers with staff guidance from us will produce savings in office
andl Records Center space.

Recommendation Ho. 6 - Conduct a Spring Clean-Up Cempaign

The eritical space situation at Headquarters, field installetions
and the Records Center makes it irperetive that the most efficient
use be made of avallable space. One way of ensuring this is to rid
our offices of excess materials. It is recommended therefore that
DD/8 get the endorsement of the Director for this idea and that the
month of April 196k be designated ss Spring Clean~up month. The
adoption of this recomuendation will ensure top mansgement support
and pave the way for elimination of a large volume of non~current
records, non-essential gublications, unneeded suppliss, equipment
and furniture,

This campaign will require perticipation by ell employees end,based
on resulte cbtelned by several Federal Agencies and some large
bualneas concerns we can expect significant resuits.
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